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ABSIEACT 7. V 

. The National Assessment. of Educational Proflress • 
(NAEP) is an information-gathering project that surVeyar tffe 
educational attainments of 9 year olds, 13 year olds^ 17 year dds, 
and adults <ages 26 to 35) in ten learning areas, one of .Which is 
writing. IThis^ rtfep,ort focuses on persuasive and explanatory letter 
writing, representing two basic aims of discourse. ' The lettersv 
divided into two hroad categories of social letters and business \ 
letters# were read and ca'tfegorized by experienced EngJasll. and 
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of groups of . individuals defined according '^o sex, i;ace, region of 
the country , ieVel of parental education, and- size and type -of 
comiunity. Some of the report "s observations are that simple 
explanatory-writing skills are develope^d sometime between the ages of 
9 and 13 /and that persuasive-writing sk;Llls are complex and difficult 
to master. (JU) . 
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FOREWORD 



The National Assessment of Educational Pro^ 
gr^ss (NAEP) is an information-gathering pro- 
ject that surveys the educational attainjnents 
of 9-year-olds, 13-year-olds, 17-year-olds and 
adults (ages 26-35) in 10 learning areias: aft, 
career and occupational development, citizen- 
ship, literature, mathematics, music, reading, 

•scierice^^^ social studies and writing. Different 
learning ^eas are assessed every year, and all 
areas iare periodically reassessed in orqler to 

^measure changes in educational attainment. 

Each assessment is the product of several 
years' worR by a great many educators, 
scholars' and lay persons from all over the 
country. Initially, nthese^ people design 
objectives*, for eaclr^'afec^/^roposing specific 
goals that Jhey ^eel Americans should be 
' achieving in * the c6urse/of' their education. 
Jfiftet careful tevii^U^these objectives arei 
then given to exercise (item) writers, whose 
task it is to create measurement ^ols 
appropriate to the objectives. 

When the exercises have passed extensive 
reviews by subject-matter specialists. 



\ 



measurement experts ' and concerned lay • 
people, they are adnxinistered to probability 
samples from various age levels. The people 
who comprise these samples are chosen 'in _ — ! 
such a wr'ay that the results of their a^ssment 
can ^e generalized to an entire national ^ 
population. That is, on the_basis of the 
performance of about 2,500 9-year-olds on a ^ 
given exercise, we can^ generalize about the* , 
probable performance of all 9-year-olds in tbe 
nation. , ^ 



National Assessment also publishes a general 
information yearbook that describes aU major 
aspects of the Assessment's 6peration, The 
reader who desires more detailed information * 
about how NAEP, defines. its groups, prepares 
and scores its exercises, designs its samples, 
^analyzes the findings and reports its results 
shoiili^ consult the General Information 
Yearbodk.^ 



^General Information Yearbook, Report 03/04-0 
(Washiiigrton, Government? Printipg Ofifice 
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INTRODUCTION 



The 1973-74 national^ ass^sment of writSig 
con8isft^d>j0f-OTany" ranging from J;he 

^ addressing, of envelopes to the* writing" of 
various kinds of letters and essays, ^ the 
rewriting of essays. The first report of results 
from that assessment, Writing Mechanic^ 
1969-1974,^ fdcused' upon changes Th th^ 
structure and ' mechanics of student's 
^compositions over fW- ai/d five-year periods^ 
A second report focuses on information about 
expressive writing^ ^ abilities. This, report 
focuses on p^rsuaslvie and explaliatoiy writing 
within t^eletter writing mckJe. 

PeXsuMiye Writing Ahd explanatory writing 
repres^Hriwo baiic aims of disijouite^ 
theory ,yeach has;^ distinct fociis> persuasive 

ris audisnce briented; e:y}lanatory writ- ^ 
'ing is stfbject-matter orienl^ 
practice of writing/ tliese^harp -distinction^ 
break down. Tlae goals of any given rhetorical- 
situation must be viewed along a continuum -> 
upon which various* purpose are to be met 
and various devices are to be used. For 
example, persuasive writing Js audienc^ 
orien^; however, certain persuasive writing 
'tas^j^ demand eigplanatpry writing as well. In 
such situat^ns, categorical organization and 
explicit evidence are important in, order to 
explain' as, wdl as to persuade effectively. 

In the writing assessment, res^ndents were 
asked to use 6oth persuasive and explanatory 
skills in writing;letters. covering a wide range 
of societal demands and obligations. In this 
report, thfee letters have been divided into 
the two brojifd catepries of social letters and. 
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Inisinew and ypcktional lettew, reflecting a di- 
vision established in the objectives deyemped 
for the ll97'6-74 yncitmg assessment by many 
educators in the field of Engpsh and; composi- J 

• tion.^ • \ - 

■ , ■ .' "^ . ■■ ■ 

An assumption inherent in these letter writing 
tasks , is that they represent atiempte to 
accWipSsh certain goals. If the tesk is care- 
fully enough defined, th^re are some writing^^. 

' strategies tha t will apepmplifih that particul^ 
^ go^while\other^* will fail to reach it. to feka^v 
V a sin})E)le exanople, a thank yofU •note for a gi|l 
requites certain internal, coAventiohs,Xuch 
saying liiank you, showing-4ippreciatiBa/^^^ 
naming the giftv Notes that include these 
things are appropriate;' those that do not are 
inappropriate, <- no matter how well written.^ 

^ ilespondents who understand the nature of 
writing a ijbank you note will be able to 
respond appropriately to the tiask. 

Experienced English and composition teach- 
- ers read and categorized the letter f writing 
tayks found m this report. They discussed ti^ 
rationale for each ij^to^ studied the scoring 
guides developed: by the writing coiujultants 
, and the. Nationsd A^e$smen t staff, and rearf a 
number of training papers fcefore they <iom- 
.menced the final reading.*Througho.ut the 
process, NAEP staff monitored reliability and 
fine tuned the "procedure to maximize ef- 
ficiency and minimiza costs. v 

, Readers of this report should remember that 
these papers were collected under test-like 
conditions and represent first^raft writing ^ 



Writing Mechanics^ 1969-1974: A Capsule 
Description of ''Changes in Writing lifechanics. Re- 
port 05~W-Ol 1969-70 and' 1973-74 As^ssments 
(Washington, B.C.: Government Priirtinff Office, 



See Writing Objectives, 1973-74 NationSS Assess- 
ment of Writing (Denver, Colo.: Education Cbm- 
mission of the States, J972) for a detailed descrip- 
-tion-^of the objectives and the procedures involved 
in tneir development. 
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—aivitijin certain- timB: Gon^tmintsV scoiririg 
criteria used in describing and evaluating tlje 
.. papers take this factpr into . account. This 
study^^umea,.Jiowever, that we can learn a ^ 

ial.^bout persuasive and e;^planatory / 
as well^ as .letter writing abilities, > 
such papers. * ' * *. ; 

^ ■ " •/■ ■ ' . - ■ . 

S o m e ojF t h e letter ^^aritihgi exercises were 
p^rt of tAjs/ 1969 yki ting issiessment. For 
these items, we ha^ data on^changes in let- , 
ter writing ability over time. . , f*' 





'Reporting Variables 
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National AssessAent;, unlil^ tnost testings . 
^^programs,, does not report scores for indi- 
viduals. Rather, It reports how^ defined 
; groups* of/individuals resporiS to certain^ ex- * 
ercise^. Tiie groups are'characterizei^ by age, 
se.x, race, region of the country, levd of 
J parental education, and siie and ; type of 
community. Thesft groups are defined ascfoj 
* • lows: ^ / ' ^ 



Sex 



Results are presented for males and females. 



Race 



Currently, results are reported for blacks and 
whites. \ 




Sism and T/P^ of Community (STOCiL 

Cohimunity types, are identified both by' the 
size of the community dMP by the type of 
employnient "of the majority -of people in 
"the community. 

High metro (hijh-socioeconomic- or affluent 
Urban and suburban communities>. Areas in 
or around "^ties with ^ population greater 
n 200»0(JtJ whe^^a high proportion of 



the residents ie in professiSn^l^ 
al position/^ 

Low metro (loW-socioeconomic or imppver-^. . 
*ished urban). Areas in or around citii^s wfli'^^ 
a population greater, than .200,000 where % ' 
high proportion of the residents are on ^yel- 
fare or are not regularly employed.^ \ 

^Extreme rura/. Areas with a population^ : 
\xniei^^Ji>&fiS^^hexe liiost of the residents 
are timers pr £arm workers.*! - 

. ■ f - • 

UrMariSfrpnge. Gommunities within yte 
Jmetropolj 
tion grea' 
li^mits" a 
groups. 

Mdiri big city. Communities within the city 
limits of . a city with a jJppulatioh over * 
200,000 ^od not' included jn the high- or ' 
low-metro groups. ^ ^ J k 

Medium city. Cities with populationf^ be- 
tween 25,000 and'200;.000, ( 

* • ^ 
Small places. Commjuinities with a population 
of less than' 25,000 and not in the extreme- 
rural group. . , ^ 




area of at city with ^a^ ij^kfJUa-: 
han 200,000, outsicle the -city" . , 
^ot in th(^ high- or» low-m^trq ^ 




Parental Education 

Fou^ categpries of parental ^ti^ation are de-'-^ 
fined my mtional /Assessment.^These cate^ \ 
, gories fiocliide: (1) those whose parents l\jave 
hac^no high school edu'catipn, (2) those^whp 
have ?it ^east one, parent with some' high * 
school ^^duc^ion, (3) those , who have al 
least one parent who graduated from high 
school and (4) those who have at least one 
parent wl^^ has had some post high school 
eBucation. ^ ' 
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Population sizes were determined front 1970 Cen-^ 
sus data. Occupations 'were estinjated by sample 
schools. ' • ' , 
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LETTERS 



"TJie two kinds of. wnu . # sec- 
tion confonn to differ^Uv v..*..entiouS and . 
require different approaches.^; 

Exercises 1 (thank you note) and 2 (get well 
note) ^'are personal in nature and represent 
, informal Vtitif^g. ,The main crit^oti for^ 
judging ddeq^aicy of these letters is the a:c>-' 

^ cxiracy \)f tfte;i^ojc^a^^ transmitted and, 
where ap'proDriate^j the tone and, style of 
communicatid>n. Exercises 3 and 4 are more ' 
fbitaal/ the writers being requiredf to repre- 
sent someone or some organization in addi- 
titHo^tP't^^ of writing de- 

' ' maiwhshigher explanatory- and per- 

suasive-writing skills and a greater degree of 

^"correctVwrs. To write something that 
reprejBenra ypur views aloke is one thing; ^ to 
write a piece that represents a particular so- 
ciar ^^mip is another^ For these reasons, 
9-year-ola^>^re asked to respond to items 
of to infotiMl personal nature only, while 
13-year-olds were asked to write more for- 
mal letters. 

^ Personal Letter Writing j 

" • • ' '■ ' / 

Althpugh little letter^riting of any kind is 
done by m o s t 9 - year-plds, these^ children 
have usually learned simple eohventions of 
letter writing in school and have written sim- 
plev personsd not^s to friencis or relatives. In 
the following^ two exercises. National Assess- 
ment examines the ability of 9!-year-olds to 
for mulate simple thank you and get well 
*n0tesr * ^ ^ 

EXERCISE 1, Writing a Thank^You Note 

Think of somathlVig that you would Ilka to have 
vary much. Pratand that you are Pat Brown and ' 



someone you know ^vdry 
you. 



Itt given it to. 



Write the gift/ou would like to hive in this box. ' 













r 



Tell who gave It to you in this box. 



Write a letter to that person saying t^ank you and 
telling why you like^the gift. SpKce is provkJed ofl 
le rfext two pages. 



The thank-you-nite exercise seeks two basic 
kinds of information: whether 9-year-old 
writers successftilly expressed appreciation 
for a specifiq gift and whethei^^they invented 
^Ttea^ns for liking the gift. The key forms in 
the oit^ctive are **write a letter saying thank 
you," j/vhich sets up a conventional social- 
situation^ and ' 'telling why you like ti^ 
gift,'-, which requires the respondent to in- 
vent appropriate details, is the child aware 
thai ip a thank you nota one should say 
'Hhank you" or express appreciation iri some 
other way? Is the child aware 'tha? the gift 
should be specifically named or at^least de- 
sciptively identified- as a way of showing its 
value or to-tlistinguish-it from other gifts? 
Additional persuasive details, involving elabo- 
ration of (reasons for liking the gift or estab- 
lishing the personal Value of the gift are also 
desirable responses to this exercise. ' 
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Tde letters were placed into fouAgeneral cat- 
egories. ^ 

1. . Notes that d^d nojt identify the gift, 
. showed bare appreciation for an uni- 
dentified gift or w^re not thank you 
notes. These, responses were eonsidered 
.inadequate. 'Ewo examples noi^s oate* 
gorized in this wa^Lare: ^ 

Deanfriend — ■ .. , 



I thmk you for the gift! 




*^ose for the^baby. It was a lot of help for them. 
* ' 4 



Your truly, 
Roy 



bear Morn and'^^d. 



Thank you Fqc the gift you gave me I Like it very 
mach J' have birr ridihg it evry day. * \ 



< 



thank^oWj ^ 
Loye, / ^ 
Sandy 



i 



Love, 
Suzanne 



I like because I can play with it. 



2. Notes^that were clearly thank you 
notes. In t^se, the gift was named or 
clearly identifiable fr^ the content of 
the letter; and there was "a minimal ex- 
„ pression of appreciatfon,^use or satisfac- 
tion. These responses were Considered to 
be ba^c. Some examples include: 

ar Gran^on 

I thapk you for that wonderful' lemon cake. 

Love Mpther 



dere dad. 

/ Love -the car and jacket next time bring me a base ' 
ball bat and ball 

3. Notes in whicVi the item was clearly 
identifiable from the context of the let-, 
ter, and apjpreciation or satisfaction was 
expressed in some detail. These respons- 
es were considered competent. Examjiles 
of these notes include: 

Dear Dad <S Ma 

IhanksYOu Joe the £^ dollars. I gave it to a-home 
that needed it. Thay bough some food and some 




4. 'Notes, that had fully develppe'd 
responses. The supporting details had to 
be appropriate, as well as vivid or signi- 
ficant. 'Furthermore^ imaginative reasons . 

^ for gratitude were included*. These re- 
' sponses were considered excellent. P2»r 
. example: v. , / 

Dear "Dad, , * 

^ , / like the go-kart really swell. ^ like it even though 
s 'it is really not a go- k art, it is a lawm-mowr f^xed up 
like a^ ga-kart. Thanks for it^Bat what I need now"^ 
is gasoline and paint. I need, the paint so I can paint 
it Red, Blue and a Whitk nurhber 43. I want it to 
be just like Richard Pj^tty's. eajr. I rMe all the guys - 
on it. They all say it is super If I coti^d get it going 
\faster. 

V ■ • 

5. '^Unacceptable" responses, included illeg- 
ible notes, essays ab^ut some other sub- 
ject and blank papers. Results for each 
category appear in Ta^le 1. 

% . . - 

Approximately '23% of the S-year-olds wrote 
inadequate thank you notes or notes that 
were not categorizable in substantive terms. 
.Among the 77%. who wrote acceptable 
notes, the overall quality varied considera- 
bly. Girls appear to have more highly devel- 
oped skills in this area — 62% of them, com- 
pared to 45% of the boys, could write a 
competent thank you at this age. Fewer 
black and low-metro students wrote compe- 
tent notes than did students-in-other-groupsi— 
In fact, their percentages of noncat^gorizable 
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Evaluation of 
Notes • 



Inadequate 
Basic 

Competent 
Excellent ' 
'Other^* 



TABLE 1. Overall Quality of th^ Thank Yi)u Note9, Age 9 

Percentages 

National Males Females Blacks 



15 

.54 
I 
8 



Males 

17* 
21* 
44* 

1 

II* 



14 

17< 

62* 

2 

6! 



20* 

' 22 - 
39* 
1 

18* 



Whites 



14* 

22 
58* 

4* 



High Low - 
Metro Metro 



- 13 ' 

' 1 



* Indicates significant diffi>£ncefrorr^ the nation. . ^ 

**tncludes no responsf^ illegible or tncomprehensihle papers about a different topic and I don 't know. 



21 

,42** 
0* 

r 



- papers were t 




In another el 
were asked to 
foUowirtg information- 



pjerqentage. ' . 

2) 9-year-old's 
Sltcr based on the 



EXERCISE 2^ Wrttingx9 Get Well Note 

Pretend that one of your classmates has hurt his leg 
and will have to stay at home for a long time. Your 
' ' class would like to cjieer. him up. You have all dch 
. ' dded to write him letters. 

"J • 

^ Write a letter to your classmate. Write the kind of 
letter you think he would be happy to get. 

The nature of the directive made it impos- 
sible to det^fhvme a firm standard of accept^ 
ability. In somA cases, a sarcastic or caustic 
note mig|it cheer up la friend as much or 
<^ more than' a traditional get well note. Since 

the nature of the friendship would deter- 
mine the tone of the note each s'tudent 
wrote, only minimal standards af^acceptabili- 
ty were established. The o^Jmll responses 
were categorized as follows: 1 ^ 

1. Acceptable responses had a letter body, 
were readable and on the subject. Exam- 
ples include: 

Dear Jim, 

Our c/ass is writing ryou a letter. Just think its ah 
most Valentine's Day. JU bet I wiir send out the^ 
most cards. How many people singhed your cast? 



How is your leg? We all miss you & hofie^ 
be feeling betfer soon, ' ' 

Y6ur friend, 
Sue 




Dear Steve, 

Vhur going to be so, happy becaus one^ of your best 
friends is giving you a surprise, I would tefl yo\ 
who it was but then iti Wouldn't be.a surpri^, Bi 
one think is that yvhere all coming to see 0^ 
play games^ a tell Jokes jy^st like It was, yqiif 
day. See you soon. 

from, 
Karen 

P.S. My bird says see you soon. ^ J 

2. Responses were unacceptable if they 
were unreadable, or were not letters or 
were flot on the subject. Some examples 
include: 

Chris hurt his leg and I am going to send him a lette r 
to cheer him up and then i am going to give him a gift 
to cheer him up and some mpney too. 

Deer Jim, ' ' ' ^ 

/ hope that your cat. get well a gan. So he hope she 
did me to. 

Form Willie 
to Jim 

I wood help him and get help and call a Doctor. 
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^ other responses inclucjed those where 
students Wrote something like **I don't 
know" or gave^ no* response kt all tp the 
ek^rcise. 

Table 2 .|)rovides the percentages of students 
in each the categori^^Tn 1974. The per- 
centage of students ari|swering acceptably did 
not change significantly between 1969 anS 
1974. The 1974 .national percentage of ac- 
ceptable responses, ^s high (90% >; the differ- 
ences for boys and gifls. are not particularly 
note)vorthy, though !the edge- .still gcHsftcT 
the girls. Althou^- tbr^ out - of fo black 
andlow-t^rae^^li^^ responded accept 
jPfl c^^'i^-' these percentages w v 
^ belotafc^ onal levels. 



Another Nati6nal Assessrrient exercise that 
evaluated' skills in using various, letter writing 
conventions is shown iix Ekerpise 3. ' 



RCISE 3. Parts of a Letter ^ 

Here ate some parts'iif a tetter. Write' tliem on the 
blank lines where you think they should go.' Do 
NOT write a I6tter. ^ ^ ^ 

^ ) 

257 Main Street Dear Aunt Jane/ 

June 24, 1973 ^ Your newphew, 

Midlitid, Ohio 46148 . Albert Clark^: 




Data on specific formattihg characteristics 
for the get. well notes written in 197^ are 
found in Table 3. In general, the percentage 
off ;9-ye1ar-olds acceptably using th^various 
formatting techniques declined between 
J969 and 1974 in all of the groyps. Approx- 
imately 50% of this age level acceptably for- 
matted' all aspects of the letter in 1969, 
compared to 44% in 1974. 




Category 



Acceptable 
Unacceptable 
'Other** 



TABLE 2. OyeraJl Quality of the Get Well Notes. Age 9 

Percentages 



^0 
8 



* Indicates uf^m/icant difference from the nation. 
**Other includes no response and I don 't knqvi\ 



FortTU^ Character/sties 



4 



Acceptable greeting 
Acceptable closing 
hcludes letter body 
Readable 
S u bj e c t^s ^ e c i f i c 
All aspec'ts acceptable 



5 1 
44 



Mates , 


Females 


Blanks 

■/ 


Whites 


High 
Metro 


Low 
Metro 


87* 




74* 


93* 


96* 


74* 


10* 




20* 


5* 


4* 


17* 


3 


1 


6 


1 . 


0* 


9 ^ 








r 






'cts of Get Well Note, Age 9 












P'ercentages 








Males 


Females 


Blacks 


Whites 


High 
Metro 


' Low 
Metro 


65* 


74* 


55* 


74* 


'85* 


5 2* 


45* 


57* 


.^0* ' 


57* 




26* 


^)\* 


^)4* 


«:* 

H4* ^ 


^"5 * 


97* 


81* 




^)t>* ' 


4* 




84* 


^ 8 >) * 


'>6* 


7^;* 






.81% 




5()* 


24^* 


50* 


63* 


2D* 



^Indicates significant difference from the nation. 



This exercise was scored on the basis of the 
conventions commonly used*^ in writing a let- 
ter. These- include usin^ the ^date; the writ- 
er's^street address; city, sltate and zip code at 
the top; a greeting; a closing; anii a' signa-» 
til re.** Differences in the abilities of 9- and 
1 ^year-olds* were rather obvious. A greater 
percentage o^ 13-year-olds kn^w the§e con- 
ventions in all eases; however, the difference 



between* the percentage of 9- ajid 13-year- 
plds knowing any given one varied from 10 
to 29 percentage points, depending on the 
convention. The meeting lin^^ of the letter 
was Ihe most commonly known at both 
ages, 'W\hile the return address lines posed the 
greatest difficulty. Table 4 gives the percent- 
ages of 9- and 13-year-olds giving various re- 
sponses to each item. 



TABLE 4. Conventions in Letter Writing: Percentages of Respondents 
^ Properly Using Each Convention^ Ages 9 and 13 



Acceptable 



Unacceptable 



No Response 




Age. 
Age 16 

Age^^ 
Age 13 

Age 
Age 1 .1 

Age ^) 
Age 13 



Top line of return 
address 

MiddK* line of return 

address . , 

I 

Bottom line of return - 
address 



Greeting line 
• Closing line 
Signi^ture lirTe 







M5% 




5 


■ /' 


10 




I 














53 




7 






34 




2 


42 




48 




9 


66 . 




32 




i. 












84 




9 




1 


96 




3 




2 


50 








23 


79 




14 ■ 




6 


49 




■25 




25 


77^- 




15 




8 



7 



Two forms of the return address w6re con- 
sidered acceptable. Students Qpi>l» either^ 
start or end with th^e date; however, in 
either case the street address had to precede 
the city, state anci zip code. 



While 55% of the* older group could use all 
six letter conventions properly, this percent- 
age dropped to 26% at age 9. A. comparison , 
of the relative performance of boys and girls 
and black and whi^te students shows that the 
differences in achievement levels tend to • 
either remain constant or increase as the 
Students ^^ct older. For example, the percent- 
age of black students at both ages success- 
fully completing the exercise was approxi- 
mately half <|,hat of the whites. The relative 
difference in the performance of boys and 
girLv-varied cons^id<>raJbly between ages 9 and 
13. By age 13, the gap in male/female per- 
formances had widened appreciably; girls 



weYe doing far better than the boys on this 
item. Black students at both age levels and 
students who live in impoverished, urban 
CO mjn unities performed far below the na- 
tionsil levels; and their distance wideneduwith 
age. Those in affluent suburban and urban 
are^s perfbrmed above the national levels. 
Tables illustrates these points. 



TABLE 5y Conventions in Letter.|¥ritine: Percentages 
6f Respondents Properly Using All 
Six Conventions. Ages 9 and 13 



\ 


Age 9 


Age 1 3 


\ 




SS% 


Males 




44* 


Females, 




66* 


Blacks 


14* 


21* 


Whites 


28* 


60* 


liigli metro . 




67* 


low metro 
* 


10* 


3d* 


*U\d\cates significufU Jiff ere nee 


frofri the nation. 



/ 



ERIC 
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At age 9, the percentage of students success- 
fully using all six cpnventions did not 
change significantly between assessments. 
However, at age 13, there was a clear im- 
provement. Nationally the improvement was 
6 percentage points (froni 49% to 55%); girls 
improved 9 perceptage'^oints and white 
students improved 8' percentage points. Low- 
metro students, on the other hand, declined' < 
8 percentage points in a four-year period. 

Organizational Letter Writing , 

In the following' two exercises, 13-yeafr-olds 
were asked to writhe persuasive letters about ? 
school situations, taking the point of view of. 
a concerned student. Responses were judged 
on 'how well students presented and support- 
ed their argume*nts. Exercise 4 measuiies the 
ability of,, the 13-year-olds to prepare and 
support arguments. ' < 



i(XERCISE 4. A Letter to. the Parents' Club 

Imagine the Parents' Cl^^ of your school is°sponsor- 
ing a Friday evening dance for the eighth grade. The 
dance hours are fro^ 7 p.m. to 9 p.m. M^ny 
students feel this is .not long enough. Pretend that 
you are Pat Smith and write abetter to the -Parents' 
Club stating your point of view. Explain why yoU 
AGREE or DISAGREE with the idea of ^ dancft 
from 7 p.m. to 9 p.m. Remember to take only C^E 
point of view. 



The key, terms in the directive dre '^'stating 
your point of view'' and **explain/' whiqh 
requires a persuasive orientation as' well ^ 
the need to define 'a position, and **many 
students feel this is not long enough," speci- 
fying the issue. , ' ^ 

There were three types of letters. 

1. Letters in which the writer did r>ot take 
a clear position, or did not give any 
reasons for the position takep. ' 

These respondents nxay have taken a 
position, hut they did not present an argu-,^ 



m^nt or invent supporting eviflence. Some 
papers may/express disagreement with the 
present ; plans, but little else. Many papers * 
may restate that the dance is not long 
enpugh t>uy offer no elaboration or support 
ijpf this assei^ion; others rryay.make a request 
for longer/hours but offer no reason for the 
requestddf change. Still others may present 
ideas or jevidence that, because of the^jaTflfre- 
^d^vance, ^do not function as part of ah argu- 
ment or /as supporting evidence. Examples of 
these include: 



Dear Paibnts Club 

I'm Wnitmg to ask you to , lengthen ^ the dance one 
hour. I If eel three hours wouHJ be^more sufficient 



Sincerely 
Pat Smith 



1 



DdaH Parent's Club 

Ij fike the idea of fh^. dance. But don't you think 
the hours are XQj.earl^^^^^y^hy not let the kids decide 
what time it should, be'^ih and end? 

f 

I hope you consider the idea. \^ 

Sincerely, 
' " Pat Smith 

8th f grade Student ^ 

Dear Parents' Club ' . 

the students of the eighth grade do not think that 
th^ dance hours from 7 to 9 are long ehofe. They 
think that the hours should be longer because if 
they come at 8:30 they will only have a half hour 
to^dancex So if you change the hours tb 6 to 10 it 
.will give thern more^tlme to dance.. But on the 
other hand sQme kids cannot stay gut untill 10 at 
night So make youf decision 



' Yours truely 
the 8th Graders 
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Letters in which the writer took a cleajr 
position and gave one unelaborated 
reason. SThese papers showed some evi- 
dence of inventing arguments. The writ- 
er took a position and offered mir^imum 




^uppor>i^g evidence. These responses 
nted reasons for agreemerit or disa- 
^with the plans, but the reasons 
conventional, vague or gen- 
Iwere stated with elaboration 
thBP^Wa^^eak or incomplete. These pa- 
pers demonstrated mihimal ackhowledg- 
^ ment of the elements of argumentation: 
syntactical cues (i:e., connectives such as 
** since," **because," **if,"/*but," ''so") 
are often indicative of this acknowledg- 
ment. ^Examples include; 

Dear Parent's Club » 

y 

I feel that your Friday evening dance should be 
longer 0an .twoiiours. All the kids my age feel that 
they sould have more time to talk 'and discuss 
things with their./ friends, without having to worry 
about school and making it to^class on tinie and 
other stuf^f like that I would grate! y appreciate it if 
you would bring this up at yodr next pneeting. ^ 



Sincerely, 
Pat Smith 



to the parents club 



J disagree with the Dance from 7 to 9 beacase when 
your at a dance time go^s by so fast and seems like 
your only there for a little wile only when your 
having tan and when you to danses you usually 
have fun. 

"Beacase it is exciting when you^ at a dance- at least i 
think so and that is my point of vi^.' 



From Pat Smith 



Dear Parent Club, 



/ think the dance time /s hot long enough. I think it 

should be at least 7:00 to 10:00 because most of 

the Kids like to dance, and we all eqjoy it. So 'I 

think it should be a longer time. 

... ^ 
Thank you 

Pat Smith 

3: Competent letters in which the writer 
pre?*nt^-two or more arguments, or 
one that was elaborated upon. The writ- \ 



er took a position and gave several bits 
of evidence or argurtfents to substantiate 
sented reasons for 
Agreement with the 
were supported or 
ils or evidence that 
t)ecific. Some papers 
wareness of the need 



it. These papers pj 
agreement or di 
plan'; such reason^ 
elaborated with d6 
.were concrete and 
shov(^ed a specific 



to have more time 
the typical' acti^ 



to participate fully in 
ities of a dance^ (i.e., 



Af by the time ^yVou buy your tickets, 
|M'ng up your coat and eat" or '*by^the 
I time shy people or kids without dates 
j ean begin dancirjg," etc.). An examp 



P 



is type of leiter||g 

I 




Dear 

I would l^ke to thahfc you^^or giving ttje ilance fof 
th^ eighth grade students. I ^di^agree on the time 
scljedule It should last about 60 min. longer.^As 
you know most students need to get their parents' 
-consent and to a^k them for transportation to the 
dance. This, way the students who would arrive later 
.would have about the sa7>te time as the early 
arrfvers. Also, most students think since this is a 
Friday and ^th ere 'is no school the next day, they 
could stay longer I would appreciate if the Parents' 
Club would~ge\together and try to ..consider these 
changes. 

Thank you 
Pat Smitff 



The responses'of students who gave.incompre- 
hehsible or illegible replies, misunderstood the 
task,, said I don't know or did not respond at 
all We shown in the '^other". category (Table 
6). 



Sixty-one percent of the IS-year-olds showed 
competence in successfully presenting and 
supporting a point ofcdew. An additional 23% 
of this age level coul^at least clearly express a 
point of view and thereby show some evi- 
dence of the skill. As the data show, a much 
greater percentage of the girls (67%). exhibited 
eompetence in this skiH^han-ofiJoys (54%)r 
The,i3erfdrmance level in low-SES (socioeco- 
nomic status) urban areas was only 5 per- 



\ 
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TABLE 6. Letter t<y the Parents' Club: Percentages of 1 3- Year-Olds in Each Scoring ^tegory 



Category 



^ ttnclear and ui;elaborated positioh 
Clear but unelaborated.posi/ion 
Persuasive arguments and/gr 

elaboration' of position 
.Other 



Percentages 

National Males Females ^ Blacks Whites 



1-2 
23 



High Low 
Metro Metro 



61 

5. 



* Indicates significant difference from the nation. 



14* 


10* 


20* 


11* 


7* 


15 


26* 


19* ' 


23 


23 


23 


21 


54* 


67* 


46! 


64* 


69* 


56 


6* .. 


3* ^ 


11*' 


2* 


1* 


• 8 



cenjiifT^oints beloW the national level. Black 
performance, on the other hand, was 15 
points below the nation as a whole. 

vin Exercise 5, 13-year-olds are expected to 
use reasoned and systematic methods ^of per- 
suasion to^ defend a proposition. 

EXERCISE 5. A Letter to the Principal 

Imagine tMit your principal asked for suggestions * 
Qbout how to make things better in your school. 
Write a letter to your principal telling him just ONE 
thing ^you think should be changed, hoW to hx\fs% 
about' the change 'and how the school will be im- 
proved by it. Space Is provided below and on the 
next ^hree pages. Sign your letter "Chris Johnson." 

333 West Street 
Loden, Ohio 99999 
September 5, 1973 

Mark Hopkins, Principal 
Martin Intermediate School 
Loden, Ohio 99999 

The key tern(is in the directive are **orie 
thing you think should be changed, hoV to 
bring about chaWes ahd how the school Vill 
be improved by it." Ti^ken together these 
terms indicate hp\w the persuasion should be 
carried out. A systematrq approach to the 
letter involves:, (i) the identification of a 
problem that needi^ to be solved; (2) a pro- 
posal of a way to s^lve theWoblem; and (3) 
arguments and evidence to ^monstrate that 
ThHeT pl^ o8ed"soIiffi 

and berieficial. Thelrefore, the qualities of 
the* papers that were Veii^ed as evidence ot 



dystemai^ic pereuasiop incjuded focus on one 
issue and appropriateness of development. 
Tone and formjrf; were not considered im- 
portant criteria of a well-develop^ paper. 
The letters^ ere evaluated and placed in the 
following four categories: 

1. VLette^rs' in which the writer did not 
""Taentify a problem, or ^ve no evidence 
that the problem could be solved or^was 
worth solving. Examples include: ' 

■ -0 

Dear Sir » 

/ think that our school coulcLbf improved by B 
soda machine ih the iunchroonhA big maqhine 
should be instald in the furnaqp to preven t so much 
dust in the air. The would prevent a lot of of colds 
and viraces in the building. We should have more 
parties. We only have a Christmas party and a last 
day of school party. Since us kids are so smart and 
have so much work to do we describe a little more 
pleasure in our school days. I think also that sex ed- 
^jcatiuhi should be taught also. I my self am in the 
7th grade and I've never been taught sex ^t school. 
My schbol is very good school and theres really 
nothing to be changed. The teachers care. At least 
some do. And we learn alot ' 



Sincerly yours, 
Chris Johnson. 



Dear Mr, Principal, 



I think that the clothing system should be changed. 
Boys~ shouldn't be able to wear~lfiofrpanifwi'^^ 
socks. Girls shouldn't be^able to we^ tight pants or 
dresses to short or where'i^you can see something 



whe^ they bend OveK the Teachers shouldn't be 
able to do these things either, but the kinds of^ 
clothes fhat are schfi^l iss\je, \ . » 

Chris Johnson 

2. Letters in which the writer identified a 
problem and explained EITHER how to 
solve the probl eigJ3 R^>itf^^^ school 
would ki0 ixajg^l^:^^ 
- ^amplc^ include: 

Dear Mr, Hopi^ins, / . 

I believe if there were more schojol activities the stu- 
dents would enjoy school. ^ ♦ 

More sports, expeditions, projects, things to keep us 
interested in school classes, * 



^ wont get tired and concentrat on the subjects that 
they are sopoSe^to have. next, and they would take 
cace of there roo/ns clean the descks keep the walls 
dean and not fill up there desck with papers that 
they don't need and throw buble gum all over the 

^J^^^' school won't have to by more furni- 

ture and have rvtony left to by tSjas fore a better 



Sure" learning is wfjy we come to school, but a^mes 
i^^petss^^^rin^. 



ts do projects^f ' y 



If the teachers would let the studen 
some sort th^y might enjoy classes more. 

Please take my ideal into consideration. 

Yours truly, 
Chris Johnson 

^ De^r Mr. Hopkins, \ ^ 

/ think you should a\>olish the rule about mandatory 
art and music. It is unfair to expect students who are 
against taking these subjects. The money gained from 
smaller music and art programs could be used for a 
larger science lab. These few students who like these 
.subjects could take them on an optional ba^'s. 



Sincerely yours, 



Letter? in which the writer ident^ll3 a 
problem, explained how to solve the 
problem and told how the change would 
benefit the schpol. For example: 



1/7. 



Your truly 
Chris Johnson. 



Dear Mr Hopkins, 



. ■■ 

in regard to your fe^uest to the Students about the 
changes the school should make, I feel, that only one 
change is necessary. 

' ^ . ■ 
The fyct is, this' school chjidren have no say at all 
abottt<the activities going on at our school to repre- 
^ seov dfe schooL^hildrens" ideas ^d arguments, the 
^hool wduid be much betterl 

' •■ ' fl A ' ■ ■ 

. The vV^K .we souid do tliis, is first to have candi- 
dates for four offices^ President, Vice-Presi den d 
Secretary, and Treasurer. After doing this, you 
should have the candidates stage an election cam- , 
paign of some sor^: This is usually done b\i making^ 
posters, buttons, §tc. Then' set a^^gection date. On 
election day before the studifHsca^t^eir votes, 
have each candidate for each oUjce mak^n elec- 
o tion speach telling the student /why he shm^ be 
chosen. After thisjs done, hiCe the electianfcount 
the votes, and Have the Gouhcit put into effect right ■■ 
away, I'm sure the schqol wguld benifit greatly 
from this. 



J^Qurs truly, 
yOhris Johnson 



4. 



Letters in which the writer systematically 
identified a problem, explained a prob- 
lem, explained how to solve the problem, 
told how the change would benefit the 
school. Examples include: 



Dear sir 

I think we should have the teachers coming to our 
roomsjnstade of use going to there classes and mak- 
ing noise not going to ouj classes or geting lost in 
the hales of the school and that was all the student 



Mr Hopkins, 

There are many problems In our schoohand I know 
that you, the principal are "tryrng-your best to make 
this a good, safe school for the children as well as 
the teachers, '^n extremely important problem is 
% 
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cutting, or Mnex plained absence of a student. Every 
day in the halts .tti^^9itfi kids running around a net 
distTJirbingkall t/bS^th er^ud^ ig^ there cfassri 
This preimifm^Kll^lll^ aTifi thi 

students ^<|^^^^HHP;^^i^ ^^^^ you have tr\ 
to preven^jlf/K^^^MUj^ hall patrot 

their frh periom imKl^^Vsing the system "clean 
sy^ep" but it just has no t^ been Working. I think 
that "^h:^ penalty for cutting should be made harsher 
on the ^ kids. As of now if you* are caught in clean 
sweep your parents should be called and told to 
,come to the school and talk with the childs 
guidance counciler. This would benefit the whole 
school because these students ^could not disrupt the 
classes anymore, and the students could learn what 
is taught to them. , . . 

> Thank you, 

, Chris Johnson ^ . 



•/•■ 




For example, am I going ,to spend one year worry- 
inh over whether or not<2x = 12? Count how many 
sleepless '^'^^ spend worrying about 5 causes 

of the Afi^tta^ f^olution. 




->^Ca <7> -.TV 



fn order to change this problem, new' textbooks will 
probably be neBdea. O^.course, anyone v\i^o wan^,.^ 
to could study the*^ same books we read now. The 
most' basic *^chaHges would be that teachers could — 
attempt to make ,things sound halfway interesting. 

This/school by more: student awareness . wou I have 
more student activity. By bett^ linking of past i 
current problems we could understand how to deal 
with current problems., ^ , > ' 

4 ' Yours truly, 

t Chris Johnson 



. Dear Mr Hopkjns, • . . 

/ think one \Jtf\^^mfnportant problem in this schgol is 
the 'lack of rble\mncy in the courses offered here. 
Many thing We leHrri here, )^e will never use again. 



Othervresppnses included those that were^ il- 
legible or incomprehensible, letters that mis* 
understood the task or cases in which no re- 
sponse was given (Table 7). 



Category , 



T^BLE 7.^ Letter to the Principal: Percentages of 1 3- Year-Olds in Each Scoring Category 

Per<ientages« 





National 


Males 


Females 


Blacks 


. Whites 


High 


Low 




*■ 










Metro 


Metro 


Neither define nor defend a change 


' 26 


30* 


23* ' 


^ 42* 


23* 


19* 


38* 


Identified problem, reasonifig 










. > * 






undeveloped 


40 


40* 


38*'' 


32* 


40 


" 36 


29 


Define and defend a change 


27 


'24* 


31* 


14* 


'30* 


34* ' 


22 


Systematically define and'defend a 
















change . j * 


4 


2* 


#>* 


1* . 


5*' ' 


9* 


I* 


Other 


3 


4 


2 


11* 


2* 


I* 


10* 


* Indicates significant difference from the nation. 















Less than one out of three 13-year-olds (31%) 
could define and logically develop arguments 
to defend a change in their school. Most of 
the. responses (66%) either lacked any devel- 
o|>^d reasoning or did not propose a change or 
ide^n^ify a problem. The percentage of stu- 



dents {01%) that wrote competent le^rs to 
the principal was mmch lower than the per- 
centage (61%) that wrote competent letters to 
the parents' club (Exerciise 4). However, since 
the letter to the Principal demanded hi^er 
level skills, the results mi^t be expected. 




CHAPTER 2 



BUSINESS A1MD vbcATIONAL LETTEI^S 



The writing exercjses found in this section are 
business or vocational in nature. Business and 
vocatibnal letters are easily r^xjfnizable. 
They generally adhere mo^t closely to conven- 
tionsQ forms and are diriected ^o a specified 
audience. Their purpose is to/facili||^ the 
business an]cl" professional concemjKf the 
writer. This writing is generally impersonal in 
tone and public or private in nature, depend- 
ing ijpn^circumstances. Standard examples of 
this ^writing are tF?e business letter and em- 
ployment applications. While 9- and 13-year- 
oldls are not ofjben exp^pte<i to* do writing of 
this sort, they (fo n^d to on occasion. Oath^ 

* other hand, I T-year-olds andycnxng adults are 
often called upon to do writing of this kind. 
In the following four exercises, National 
Assessment surveyed tasks ranging fromvbasic 
requests for a product, to complaints aoQut 
merchandise and a request to correct it, 

^ complicated job application letters. 




Sfrlncj and Wcojizn cuppori^ incluclecl 

.^REfP' Fof^ the: asking- J- 
Vrite For Yours Todav 

Send your Ofli'HC ^Ci^dtcSS "lo 



Business Letters 

The first two examples are simple, explana- 
tory letters: the job applications involve bqth 
explanatory and persuasive elements. Nine- 
year-olds were asked to complete the fol- 
lowing exercise. , * " - 

EXERCISE 6. Buffaio-Bill-Kite Request Letter 

Here is an advertisement from a magazine Pretend 
that yojj are interes^^jnjthjjcite that is being adver* 
tised. You waat to ge?Vone right away. Aij/?ou have 
to do is send for it! ^ ' 

Wr4ta-4i-short4«tt«r-4o-^he-^roper-^ 
kite. 



' In the nation as a whole, 14% of the 9-year- 
olds in 1974 were*, able tp successfuEy order 

'the k}t^. This is a decline from five years earli- 
er. To do so' they needed to incorporate the 
following aspects of a request into their letter. 

1. Request the product wanted (kite). 

2. Write to the proper destination (Buffalo 
Bill Museum). 

3. Provi^te their. ndme and address in com- 
plete form/io allow the product to be^ 
shipped/ (This included full name, street 

addressrcity-and state. ) 



23, 



Table 8 gives the percentages for the nation 
ancl Various . other ^oupjs as well in both 
assessment. years. . ♦ 



TABLE 8. Percentages of 9-Year-Olds 
, Successfully Ordering a Kite 



Nation 
Males 
Jemkles 
Blacks 
, Whites 
High metro 
Low metro 



1969 


1974 


\1* 


14* 


13* 




20* 


fs* 


;10* 


6* 


18* 


16* 


19 


20* 


4* 


3*: . 



* Indicates sigrtificant difference fronL4h^'>^7ati 



on. 



, As the data in Table 8 show, few 9-year-olds 
^ in any of the groups could integrate all the 
tasks necessary to order the kite. Some suc- 
cessful examples of those who could include: 

• Dear Buffalo Bill Musejjm, 

would like you to send me one Giant Buffala Kite., I 
giad this does not cost any ' money. I think. you 
should put more offers out like this one. 

My name is 

John Jay and I live 
8537 April Ave 
Park Minn. 

Dear buffalo bill museum 

I would like one of your Giant Buffalo Kites I usually 
send away for your kites often,' its us^lly very windy 
out here so I make use of mother natures wind. I like 
also like the outdoors, because you can run and run 
for miles with pal kite right behind you. My name 
and address is. 

Shelly Lion. 
39 Heater AVE. 
Hartford Connecticut 
> ' 60606 

— A-;;Wide-^w^fiety^ of letters- were x^onsidered-Ain^ 
acceptable. ' In some cases i/ne omissions \yere 



minor, $uch as leaving out a last narpe or 
street ,m»nber; other responses ifnade little 
sense at all. Sonie exaBiples showing the range 
of unacceptable letters follow: * 

Windy Road " . • » 

Rkhrnon^, VA 

I 

a 

Dear Sirs: ^ * - ^ 

Please, send me \^our free offer on a Giant BUffvIo 
kite. ■ f ' - ' ' 

V : ■ 

' ' Vour truly , 

Paula V ' ' \ 



Mincj^Brown R No. 4 Caller Lane Washington^ 

City3J7GZ ^ ; ' 

Buffelo Bill K/luseum ' . 1:$' 

/"art a gIrL hwant a girl buffelo ttday. And I want a 
■ good o ne, A nd please mail Vs soorii " I wen t two of 
them for. me and my sister. , , 

The pictur i like, and its time to fly a kite, because Its 
free. ' I like wooden handle, because i like duffafo, 
^does it go high. ' • " . 

Bryan Scott 
Central Striset 
^ Rock ford Illinois 

Larry Wronq RDINapelesNew York to Buffolb Bill 
Museum. How much (Joes it cost IS it garinted. 

Although few of the 9-year-olds could inte- 
grate all the tasks needed to write a letter and 
obtain the kite, the percentages able to com- 
plete parts of the task varied considerably. Ta- 
• ble 9 shows the percentages of 9-year-olds in 
1974 able to sucpessfully complete^jjarticular 
aspects of this exercise. 

A closer examination of th^ data found 4n 
Table 9 reveals an interesting paCtem in the 
performance of boy?*and girls. A greater per- 
centage of girls successfully answered each as- 
jiect of the request letter; There is approxi- 
mately a iO-percentage-point spread between 
4he-perf<>mance-o£-^*yj/ar^ 



on any given aspect oy the request. Over all. 



<4j ■ 



this pattem lield as well; 18% of the girjs and 
/10% of ttie 6oy8 successfully integrated all the* 

taslcs ncc€igsary to orUer the ^ kite. Thcj most 
'noticeaUe change in performance b^tWieeh. 

1969 a^d 1974 involve'd use of a zip code. 

The pefrcentage of students using a zip code 

increased 5 ppipts between the assessments. ' 

Students are becoming more familiar with its 
use. . \. t 



{ ■ ~ — : — ■ - a 

T^BtE 9. Percentages of 9-Ycar'Olds Acceptably 

^©mpleling Various Aspe<^ts of Kiteiteq^est 
^ ' . \ ' . • 

Aspect ^ ' > PercenUges 

, National Males . Females 



Request for kite 78 

Destinatibn 45 

/ Return name j . 54 
Return itreet ^ 

, addressf ' ■ ^ * 52 

Return city ' 35 

' Return sta|e " 34 

Return zip^ode 25 

Greeting 38 

Closing ' - 24 



73* 
-39* 
49* 

48*^ 

31 * 

29* 

19* 

31* 

18* 



814* 
50* 
59* 

. 56* 

38* 
30* 
45* 
'31* 



^Indicates significant difference from the nation'. ' 

Thirteen-year-olds were askecL to respond to 
the following exercise, f ~ 



EXERCISE 7. Klippo-Company Request Letter 

Ned Nels6n/who lives at 17 Palmetto Street in Lamp- 
rey « Florida 33000, ordered one hundred special pen- 
cils from the Klippo Gompany for,his father's birth- 
day, the pencUs* were supposed to have Fred Nelson. 
the name -of Ned's father, ftamped on them. / 

' ■ ' - - ^ , 
Ned got the pencils through the mail on September 
15, 1971, thre« «Aeks before his father's birthday. 
Wben he unwrapped the package, however, he found 
that the pencils had been stamped Fed Nelson by 
mistake. 

Th^ lejtter you see below cume with the pencils^ Ned 



V " K LIPPO PENCI L COMPANY 
1040 Clari^n.Street 
Thompson, Iowa 50301 

DEAR cOrSTOMER. . 

We are happy to' fill your ordered you 
that KLIPPp sells more^ persohanzRI^ 
than any ^ other maiPorder comjrany? Thanks 
for making KLI^PO the cpunt/y'' BEST! 




VVe'll be happy to serve ycnj again. 



/s/Sam Wharton 
PRODUCTS MANAGER 



Three odt of four 13:y^ar-olds' (75%) request- 
ed change in the pencils based on the mistake 
that had been mad^. Seventy percent of the 
boys at this age did ao, compared to 79% of 
-the girls. Table 10 gives the percentages i^pr 
variousT other groups as well. 



TABLE 10^ Klippo-Pencil Exercise: Percentages of { 
1 3'Year-Olds Giving Acceptable Responses j 



Nation 
Males 
Female^ 
Blaclcs * 
Whites 
High metro 
t^ow metro 



Percentages^ 

75 

19* 
SV 
80* 
81*, 
65 



decided lo write to Mr. Wharton right away and try^ 
to get the pencils stamp«(l correctly. Write Nod's let- 
ter to Mr. Wharton. 



^Indicates significant difference from the nation. 

Both acceptable and unacceptable responses 
were ftirtHer c^gorized to differe^ftiate be- 
twe^ levels o!f^sp6hses. 'Acceptable letters 
had to inckide; (1) a statement of th4 prob- 
lem, (2) a given c5r impliejd directive ahd (3) 
the, correct spelling, v There were four ^c^ego- 
ri es o f a ccept jn hi l ity , b ased-on-the-mentio^-of 



time requirements. These were: 
1. A specific time requirementfiuch as three 



I. 



weeks, or October ^5, was given. . ■ 

• " v; ' . . ' " * • 

2. A specific time pressure su'ch as '*my fa- 
' ther's birthday" was given* 

3» -'A general ti^jxe pressure such as **please 
burry'! or **rusH" was given. ^ . 

^ .4^ No mention ^ of *time " requirement, was 
given. \ y^^ . . ^ ■ - . ^ 



^ ' Examples of each of these include: 



eciflc Tirng^. Requirement 

Dear Mr. Wharton, 



r/?e pencils I received from your company v^ete mis- 
printed.^,,/ asked for ^the name Fri^d Nelson to be on 
the penctl^: They came out Fed Neljion. J am going to\ 
send them back for reprint for rhjf father's birthday I 
need them in two weeks. f .\ 

Sincerely, 
^ Ned Nelson 

Mr. Wharton, 

I ordered 1 hundred^ pencils from you asking to put 
ort them Fred Nelson, But instead yowput Fed Neh 
son on them. I understand your mistaf(^e and I am not 
real rhad, but my Father's Birthday is in 3 weeks 
frorv date of this letter, arid I need them as soon, as 
possible, could you have them ready in three weeks 
or /ess. I wi// thank^ you very kind/y if you cou/d. /f 
not / sti// wou/d /ike them. 7 thank for the time and 
trouble you wi// have gone through. 

Yours tru/ey, 
Ned Ne/son 



Specific Time Pressure 



Dear Mr Whartoo' 



/ wou/d like to inform you that when i received your 
pencils they had FecT Ne/son. I. know this was a niis- 
take' but / woul^ like to te// you because some people 
might consider this bad buss iness. 



it eoald a/so los^ you ^some coustamers. Will f just 
^''thought Vwowd inform yoi^. Also would y^u please 
send me a new order witli Fred. Nelson Please^nd 
them right, away my father's bJf'^hda^ is coming upr 



ThanhJ^ou^ 
Ned Ne/son 



, Dear K/ippeFencil Company: ^ ) * * • • ■ 

- / got the pfinci/s ypu 'sent/T^e^buttlhef^w^as a/mistakQ 
dir* the . wording instea^^pf^^^^ they pijit 

'J Fed Nehon" J arjn sending this b'aj:ff< to yQu ple^s^ 
correct them and hurry sending them- back because 
rpy fathers birthday is coming up and I want th^ 
penci/s by then. .r;ix . r " . 



.Ned Ne/son 



General Tinie Pr«ssure 

. c .• ■ "'■ • , ..' : 

Ned Ne/son 

17 Pa/metto Street 

Lamprey, Florida 33000 ^, 

bear Mr. Wharton 

/ ordefSd WO'^nci/s from you. They were suposed 
to have Fr^d M^ion on them but they had F^ed hfe/- 
son. P/ease send the^ right ones. I wi// send back the 
rong ones. J^/ease hurry. " ^ 

. Thank you . 
' Ned Ne/sQn 



No Time Recjuimnent 



Products Manager 
Klippo Pencil Company 



Dear Sir- 



' I If3ive Q^ered 100 of your pencil which I wanted on 
' it Fred t^ekon, lor my father. *But when I received 
thes§ *pendi/s^ the was spe/fed wrong, it was 

. ^ lyvoiild apreaate If I could send the penci/s back and 
havv^theji^correcft^d. Thank you. ' ' » 



■ • Sihcerely Yours * , 

» Ned JSfelson 

0nacceptable replies were categorized on the ^ 
basis of the groupings shoW in Table^ll . la 
gener^, responses were considered unaccept- 
able if they did not "meet all the generahre- 
quiremeiits discussed above — or were iltegi* 
ble, incomprehensible or nolfisensical. * 



TABLEIi. Kfippo-Pencil Exercise: Percentages of 
Unacceptaljle Responses in Each Category, -Afie 13 



Categoryr 

Incorrect directive given 
No directive given » 
No name correction 
Wrong name^given 
No mention of mistake given 
Ule^ We,' incomprehensible, . 

nonsensical 
\ don*t know 
No response 



Percentages 

2 
1 
9 

2 

* 8 

*0 



The greatest percentage of unacceptable re- 
sponses either did nx)t mention the" correct 
spelling of the name or simply did not make 
sense,. Three percent^ of the 43-year-olds con- 
fused the nanie of the son (Ned) with tKat of 
the father (Fred) and' asked that the pfencils 
be restamped, Ned Nelson. 



Approximately pri^i^d of the\ acceptable re- 
.spbnses Provided ho time requirement at all. 
Wheir time was mentioned, the. reference was 
generally to a specific time requirement, 
Approximately one out of four acceptable re-i 
sponses fell ^into this category, a slight im-i 
provement over i969's^percentage of 1 7. Girls 
generally were more specific than boys; 28%~ 
of them mentioning specific time require- 
ments xompared to 19^ of the boys. 



Employment Application Letters 



^/nting a^Tfetter of application for a job in- 
volves a wide range of skills. Most important 
a6re the vise of persuasive*writing techniques 
and an awareness of standard contentions of a 
routine business letter. The job "application 
exfercises that fpllow' evaluate the ability of 
17-year-olds and young adults in these two 
basic areas. 

Among the questions that these exercises 
addres^s are: Does the writer uriderstand^e 
need to demonstrate interest in the job, and 
provide data on higher^qiialifications? Can the 
writer articulate his or her past work expieri- 
enbes an(l.make them specifically and-clearly 
relevant to the job being sou^t? Is'the writer 
aware of the heed to identify hiipelf arid the 
specific purpose for writing? Are references 
included? Is an interview requested? ' 



JCahJe Jji pwyidgs^the perc^i tages of students' 
responses in each of the four acceptable cate- 
gories. ' 



Seventeen-yea3i-<)lds were asked to complete 
the following ekercise. 



tABLE 12. Klippo-Pencil Exercise:'1Percentages of Acceptable Responses in Each Category, Age 13 



•'Category 



Specific time requirement 
Specific time pressure 
General time pressure 
No time rfe quire me nt 



^ National 


Males 


Females 


Blacks 


Whites 


High 


Low 












^ictro 


Metro 


23 . 




28* 


14* 


26^ 


32* 


18 


10* 


9 




1 1 ^ 


^ 10 


1 1 ^ 


12 




4 


3 . 


2* 


4* 


5 




37 . 


37 




25*. 


40* 


« 33 


30* 



^Indicatei significant difference from the nation. 



27 



EXERCISE 8^ Summer Job Applicatipn 



SUMMER ONLY 

Need two high school students to work in large 
clothing store. $85 week, July and August. 
Write John Fried/ Box 26d78,. New York 
Times, New York, New York l'00|7. 



Chris Jones lives et 3600 Larch Street in Nevv Yorl^ 
New York 10004. Chris has finished the junior year 
at Truman High' SchooT'^ifridrhas men looking for a 
summer job. Chris spotted this advertisement in the 
New York Times and has decided to apply for the . 
job. Write Chris' letter of application to MrJ Fried. 

The e'ssential information needed to write this 
letter included: the level of education the ap- 
plicant ha4 complieted» the job he/she was 
applying for and a way the applicant could be 
contacted. Sixteen percent of the IT^year-dlds 
nationwide included all three items of 
essential information in their letters. Table 13 
shows the percentages for selected groups as 
weir. 



TABLE 13: EssentialJob Application 
Information, Age 17 



Percentages 



Nation 
Males 
Females 
Blacks 
iWhites " 
High metj^ 
Low metro 



16 
12* 
21* 
8* 
18* 
17 
II* 



formation or provide some detail that may or 
may not be helpful. AU details should be, ih, 
some wayv appropriate to persuade the reader 
that, in this case» he is dncerely intereste'd in 
the job and, more important, that he is speci- 
fically qualified by experience, training or 
personal attributes to effectively carry out the 
duties of the ipb he is applying for. The de- 
tails pf the. letter should be so appropriate 
that he will be granted ^ interview or even 
the job because his letter was more persuasive - 
than the others received by the employer. 

Therefore, details that are extraneous, irrele- 
vant or incohearent may detract froip the per- 
suasive effect of the paper; even more harmful 
are those details that malign or misrepresent 
the job, the employer or the writer, or which 
demonstrate the ^ter*s lack of awareness of 
the demands of the rhetorical situation and 
the audience. ^ » 

Some papers, including those that included' 
the essential job appUcatipxi * in^ciSrai 
. demonstrated varying degrees- of success in 
cpntrolling and focusing the details they in- 
vented for the task. 

The data that are found in Table 14 evaluate 
the writer's ability to contxo) his material so 
that what is included only supports the per-> 
suasive' intent of the application by focusing 
on those details that are appropriati^ to estab- 
lishing his fitness for the job. 



TABLE^ 1 4. Job Applicatioirlnfotiifation '.-Percentages 
of Respondents Giving Essentials and Job*R<elated - 
Characteristics, Age 17 



* Indicates significant difference from the nation. 



Category 

Essentials + one 
Essentials + two 



Percentages 

10 
6 



A Significant aspect of persuasive writing is 
the -ability of the Writer to choose from 
omong the details available to or invented by 
him those • which best accomplish the persua* 
sive intent of the particular writing task. It 
goes beyond being able to supply essential in* 



Therefore, details that detract from the po- 
tential value or worth of the applicant to the 
employer or in some ^^ay denigrate the em- 
plciyer or the position are harmful to the fin 
purpose of the letter. Details that establis 
the c^didate's need for the Job rather th 



his qualifications may not be harmful but will 
have little persuasive value. However, if, in 
addition to establishing his qualifications foi: 
the job through detailing his past work ex- 
perience, training or other special qualiflca- 
tions, the applicant includes personal, bio- 
graphical or autobiographical details that ^o^ ^ 
in some way lend added weight to his poten^ 
tial value or worth,- he is demonstrating quite 

-sophisticated awareness of the rhetorical-task v 
and control of ^ appropriate telated details. 
Competence is indicated by th^ degree to 
which all invented detail is appropriate to the 
persuasive intent of the writing task. The job 

r -application letters have been divided into ba- 
sic cittegories in order to distinguish varying 
degrees of competence. -These include those 
who gave the essentials and one job-related 
characteristic and those who gave the essen- 

' tials and two job-rela^d characteristics. The 
percentages of students rn^^ch of these cate- ' 
gories is shown in Table 14^^ \ 



Table 16 provides information on the per- 
centages of respondents who used convention- 
al formatting techniques in composing their 
letters. Although the past rigidity of specified 
fornis for the writing of business letters is be- 
coming more flexible, there is still enou^ uni- 
versal demand for convention to make the 
awareness of it important. 



TA^LE 16. Suminer Job Application: Percentages of 
1 7- Year-Olds Using Conventional 
Formatting Techniques 



Category * 


. Percentages 


Gives propei'ieturn address 


, 29 


Gives any date iil'cbrrect form 


14 


Gives complete and accurate inside 




address 


20 ' 


Provides greeting 


93 


Provides closing 


85 


Provides signature ^ 


86 


All six conventions 


' 6 



No 17-year-olds wrote appropriajtely 
formatted letters containing the essentials 
plus' two Of more strongly persuasive person^/ 
educational or work-experience facts. 

Many more respondt^nts gave some detailed 
information about' these characteristics than 
are found in Table 14; however, the informa- 
tion was not directly relevant to the job appli- 
cation.- 

it ' ■ 

More detailed information on the percentages 
of. 17-3refiur-olds tihat^^ about 
their education and training, work experierice 
and personal qualities is found in Table 15. 
The data show what percentage of rie- 
spondents gave at least one type of infonha- 
tion within each of the three categories. 



le levels; of response in the various format 
categ5ries were mixed, but they suggest tha 
few 17-year-olds Icnow how to puti;ogether 
propter business letter. Twenty-nine percent 
this age level could give a proper return ad- 
dress ( including the address, city and state), 
and 20% could provide a proper inside address 
taken from the ad. Most of the students could 
provide a proper greeting, closing and signa- 
,ture. However, only 6% of the. stiid^rits cor- 
rectly prp^aded^ aU; six jjarts ^ot jthg. fom^SPX 
a business letter. 




Both 17-year-olds and young adults were 
asked to apply for one of the jobs shown in 
the exercise that follows* 



TABLE 15. Details of Information Found in 
Summer Job Application* Age 17 



'Category 

Education and training 

Work experience 

Personal qualities 

How to contact for interview 

Would appear for interview 



Percentages 

72 
20 
33 
65 
17 



EXERCISE 9. Full-Time Job Application 

Below are thr^e ads from .the Help Wanted section of 
a newspaper. Read all three ads and choose which job 
you would like best If you had to apply for one of 
them. ^ 



17 



29 



CZD 




' -H«lp WinUd- 

Ice HEkPERt •Kp9r\%nGM In light 
and filing dttirabtt but not n»c- 
must h«v« 1 yr. high scHooj^ath 
anjil kM abl« to^9tt along« Wltlfp^opl*. 
|.50/hr. to itart. Stirt now. Qood 
:lng condltloni. . Wrlt« to .ACE 
l^ompany, P. O. Box 100, Columbia, 
r«xai 94082: 



-H«lpWant«d- 

APPRENTICE MECHANIC: iom« ex- 
p«rl«nc« working on <ari d«ilrabl« but 
not Mcauary, muit b« willing to l«arn 
antf b« ablr to g«t along with P«opl«. 
$2.50/hr. to itart. Job begin i now. 
Writ* ACE Garage, P. 6. Box 100, 
Columbia, T«xai 94082. 



• . ' •H«lp Wantod- 

SAUeSPERSONs iom« •xp«rl«nctt d*- 
ilrabj* but not n«c«sury, muit b« will- 
ing to l«arn and tm abl« to gat along with 
p«Qpl«. $2.50/hr. to start. Job begins 
now. vyrlte to ACE Sho«stor4, P. O. 
Box 100, Columbia, Texas 94082. 



TABLE 17. FuU^Time Job Application: PercenUges 
of Respondents Giving Essentials and 
Job-Related Characteristics, Ages 17 and Adult 



Category 

Essentials + one 
Essentials + two 



Age 17 Adults 



1% 
2 



2% 
5 



TABLE 18, Percentages of 17- Year*0Id8 and Adulto 
Giving Various Types of Information on 
FuU-Time Job Applications < 



Information 


Age 17 


Adults 


^ Correctly gives job descrip- 




^2% 


tion 


78% 


Describes qualifications ' 


, 82 


81 


Provides references 


9 


14 


Shows willingness to inter- 








16 


26 


.Provides proper way to con- 






/ tact 


36 > 


42 


Asks for mora^fi forma tion - 


8 


4 


Give^ reasopAo consider ' 






application 


\0\ 


7 


Gives personal behaVior 






related to job . , ' 


65 


49 



Unlike the summer joh application (Exercise • 
8), the ads are somewhat sfjecific and suggest 
that persuasive detailV ftbout education, work . 
and personal qualifications should be definite- 
ly included ip the response., . 

Ab WM the 'ca^^ exercise, the 

iett€a»]>4p^€^^ differr, ^ 



y oung adiilts iijduded in thei|J|||;ters. 




Hfi^ ji^j^^^f ^^^^^ age 
lev^W^^ii^^ fHsrsonal job-related 

charactSmtics beyoiid the iessentisJ ones are 
shown in Table 17. 

Table 18 provides general data about the t/pe 
of information that [both IT-yearrolds and 



Mote specific information pn the various ways 
people described the qualifications of the ap- 
plicant are foimd in Table Id^ 

. -'f ^ ■ 

Three categories of qualifications were given 
mbjjtjDjften at bptih age levels : (1 ) special relat- 
"e^J 1xain^g,nr^re^ allbfie'specHc job 

and (3) behavioral traits relevant to the job. 
Not surprisingly, the young adults wrote 
about job experience m care often than the 
17-year-ofds. The 17-y ear-olds wrote about 
special training and behavioral traits more 
often than thie adults. These data indicate that 
many of the responses were specific and pro- 
vided relevant information to the prospective 
employer^, yet only 36% of the 17-year-olds 
and 42%^of the young adults provided a pro- 
per way to be contacted (Table 18), and only 
betweieh 5 and 10% included all the essential 
. information in their application. 
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TABLE 19. Percentages of 17-Yetr Oid8 thd^AdulU* 

Giving Vanou8^Qiult%«tion^oa FulWime- 

Job Wpplication • 

Qiulifications Age 17 Adults* 



Gives level of school 






completed 


13% 


17% 


Gives special related 




training 


44 


30 


Gives general statement of 




education 


2 


2 



2. EXPERIENCE 

^Gives specific duties on 
previous job 

Gives experience at spe- 
cific job 

Gives general statement of 
experience 

3 PERSONAL QUALITIES 



Gives facts relevant to 
job 

Gives behavioral traits 

relevant to job 
Give^ generalities not 

relevant to job 



^3 
46 
U 

13 
65 
3 



7 
58 
11 

14 
49 

8 



The kvel of knowledge that respondents 
showed in formatting the application letters is 
shovra in Table 20: 



TABLE 20. Percentages of 17'Year*Olds and Adults 
Successfully Formatting the Full-Time 
Job Applications 



^JFormatjCate^or^ 



Return address 


20% . 


24% 


Date 


32 


40 i 


Inside, address 


33 


39 


Appropriate greeting 


92 


88- . 


Appropriate closing 


85 


■82 


Signature 


85 / 


85 ' 


All the above 


8 


13 



than 17-year-olds correitty fonnatted the 
letterr-Tlti^ 

and S^'^of the 17-year-oldft were able to cor- 
rectly format all the aspects of ^a business let- 
; ter.. ^ ■ ■ ' . • 

Although the choice of job that respondents 
selected should not have affected the results, 
the data National Assessment c^^ollected about 
the selection process does provide some in- 
sists into tl^e' perceptions people have of 
their roles Within our society. Table 21 dis- 
plays data oivthi^ percentages of males^d fe- 
males- selectinibeach of the three ads. 



TABLE 21. PerG^tages of Maleaf and Females 
Selecting Each Ad ' 



Job 



Office helper 
Salesperson - 
Apprentice 
mechanic 



Age 17 
Percentages 
Males Fe^les 



Adult 
Percentages 
Males Fenill^i^ 



16 
24 

59 



70 
26 



14 

31' 

54 



64 

31 



As Table 21 iridicates, Qex-linked stereotypes 
about jobs ggre prevalent both $mong ^7-yea^- 
old§ and young adults. 
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As was the case in Exercise 8 (refer to Table 
16), relatively few respondents at either, age 
level uspd the correct format for ajjusiness 
letter. Ho.wever, a greater percentage olf adults 



chapters , 
sIrvations 



While it is difiBcult to form generalizations 
basi^^ on limited information, $he patterns re- 
vea^^'the data presented in this report sup- 
port the following observations ateout th6 per- 
suasive and explanatory-letter writing skills 
of y oiihg Americans. ' ^ 

1. While inore than three out of four 9-year-^ 
olds c ould write ^acceptable personal let- 
ters such as^a sunple "thank you" or ^'get 
well*' note, the overall qufdity oif these re- 
sponses did vary considerably. Oi)ly J4% 
^ of thfe S-year-olds^ successfully wrote a 

.^.^JbH®"^ request tlvat riequired simple ex* 
plartaiory skills. By ag^ 13/ however, 
three-fourths • of the respondent^ accept- 
ably wrote such a letter. It would appear 
that :th€S0 ' simple explanatory- writing . 
skills are developed sometime between 
theagesof 9{ndl3. 

The data National Assessmwit has eollect- ' 
ed in^writing bears out the fact that per- 
suasive-writing skills are complex and dif- 
ficult ^to master. Thirteen-year-olds 
sh owed varying degrees of ^ per^ 
Wasive-wri letters wntten 

•to Hje parentis' club and the school princir 
pal. iVheh respondents were expected 
only to prese^nt and support appoint of 
view, well over half (59%) could do so 
competently; when a^ed to go beyond . 
this and construct appropriate and effec- 
tive arguments as w6ll, only 30% at age ^ 
13 were succe$sful. The percentages of re- 
^spondents able to use persuasive Skills 
writing letters, of application ^were low ' 
both for ages 17 ffnd young adults. Al- 
though a lii^ percent included each of . 
the varidui components', not many in- 
cluded them jn combination. No more* . 
than 16%^ of these respondents, and in " 




most' cases fewer, could incorporate the 
>}r essential elements of a job application in- ) 
to their tetters. Even fewer invented or( 
used more than one job-related personal 
, cjianicteristic to enhance ^e application. 
^ letter and thereby make the application v 
more persuasive. 

t < 

3. The various conventions of letter writing 
give ypurig Americans of all ages trouble. 
Pnly slightly more'than half (55%) of the 
13-year-olds and about one-fourth of the 
9-jrear-olds kaoyv thjB common format of 
a friendly letter. The conventions of 
business-letter Avriting proved difficult as 

.'wellr among 17-year-olds and young 
' adults. Approximately 1 respondent /in 
10,(8% at age 17 and 13% at adult) could 
succefssftiUy format a letter of application 
fora joB. 

4. As in other areas of wnting, young wo- 
men have morCj highly developed letter 
writing skills than do young men in all 
the Meats meaisured. Bl§ck and low-SES 
(socigecpnom^^ status) urban .students 

, consistpntly^perfoTO below the natfonal 
average on these exercises, while students 
in affluent urban aiid suburban communi- 
ties are above average. 

5. ^ A few of thg letter writing tasks found in 

this report measured changes in perform- 
ancjB between 1969 and 1974. Although 
declines were moVe prevalent than im- 
. provements, it would be difficult to make 
any conclusive statements based on so " 
few items. Based on the measures we 
h^^, 9-year-old performance appeared to - 
' . deciine.^slightly; 13-year-olds showed 
sj^ight iinprovement. * 
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